INDEX  for  1990 


This  index  covers  all  of  the  material  published  in  regular  biweekly  issues  of  FROM  NINE  TO  FIVE  from  Jcmuary  1, 
1990  through  December  31,  1990. 


Absenteeism,  costs  of  (Dec.  3):  3 
Absent-mindedness,  hints  for 
(Sept.  10):  3 

Abusive  callers,  handling  (Apr.  23):  3 
Address 

foreign  (Jan.  15):  2 
and  gender  (Jan  1):  2;  (Oct  8):  4; 
(Dec  31):  2 

Adversaries,  improving  relationship  with 
(Apr.  23):  2 
y^ect  (Nov.  5):  2 

Agendas,  for  meetings  (Feb.  12):  1 
Aging  process,  impact  on  learning 
(Apr.  9):  2 

Allergy,  clues  to  (Dec.  31):  3 
A  lot  (Nov.  5):  2 
Among  (Aug  13):  3 
Anxiety,  controlling  (Sept.  24):  3 
Appointments,  scheduling  (July  2):  7; 
(Nov  5):  3 

Assertiveness  (Mar.  26):  4 

Assets,  handling  financial  Quly  30):  2 

Attitude 

building  positive  (Sept  10):  2 
effect  of  sour  on  morale  (Dec.  17):  2 
importance  of  positive  (Sept.  24):  4; 
(Dec.  17):  1 

Automated  shipping  machines  servdces 
(June  18):  2 

Automated  teller  machines  (ATMs), 
protection  of  people  using 
(Oct.  22):  2 


Babbling,  avoiding  (Dec.  31):  2 
Bar  code  reader  (BCR)  (Dec.  17):  4 
Being  as/being  that  (Nov.  5):  2 
Between  (Aug.  13):  3 
Black  book  (Mar.  12):  1 
Body  language  (Oct.  8):  2 
Boredom,  handling  (Nov.  19):  1 
Boss 

business  log  for  1)'  ^ 
business  trips  of  (Aug.  13):  2 
cracking  code  of  (June  18):  4 
favoritism  toward  employee 
(Dec.  17):  3 

handling  angry  (Jan.  15):  2 
keeping  informed  (Oct.  22):  3 
making  telephone  calls  for 
(Dec.  3):  2 

management  style  of  (Mar.  12):  3 
memory  aids  for  (Dec.  31):  2 
noncommunicative  (June  18):  3 
personal  favors  for  (Feb.  12):  2 
relationship  with  secretary 
(May  7):  4 


scheduling  appointments  for 
Ouly  2):  7 

scheduling  meetings  for  (Nov.  19):  3 
types  of  (Sept.  10):  4 
using  tact  with  (Oct.  22):  1 
Budget,  dissecting  telephone  bill 
(Sept  24):  2 

Business  letters.  See  also  Communication; 
Mail;  Writing 

address  in  (Jan.  1):  2;  (Jan.  15):  2; 

(Oct  8):  4;  (Dec.  31):  2 
“bad  news”  (May  7):  2 
cliche  in  (Dec.  17):  3 
costs  of  (Sept.  24):  4 
filing  (Dec.  31):  2 
first  impressions  with  (Oct.  8):  4 
gender  in  (Jan  1):  2;  (Oct  8):  4; 
(Dec.  31):  2 

Justification  of  margins  in 
Quly  2):  7 

legality  of  faxed  signature 
(Sept.  24):  2 

line  breaks  in  (Aug.  13):  2 
making  lasting  impressions  with 
(June  4):  4 

models  for  (July  16):  3 
poor  granunar  in  (Apr.  23):  3 
post  office  box  for  (Mar.  26):  2 
protecting  originals  (Aug.  13):  3 
simplified  format  in  (Jan.  1):  2; 
(June  18):  3 

subject  line  in  (Jan.  1):  2; 

(June  18):  3 
templates  in  (June  4):  1 
timing  arrival  of  (May  7):  2 
tips  in  writing  P.S.  in  (Jan.  29):  2 
Business  log  (Jan.  1):  2 


Candor  versus  tact  (Oct.  22):  1 
Child  care 

in  emergencies  (Dec.  3):  3 
shopping  for  day  care  (Jan.  1):  4 
Children,  safety  for  (June  4):  2 
Cliches,  overusage  of  (Dec.  17):  3 
Clipboards,  leaving  messages  on 
(Aug.  27):  2 

Comfort  zone,  maintaining  balance  in 
your  (Dec.  17):  1 

Communication.  See  also  Business 

Letters;  Language;  Telephone; 
Writing 

candor  versus  tact  in  (Oct.  22):  1 
of  good  and  bad  news  (Oct.  22):  3 
humor  in  (Aug.  13):  1 
importance  of  (Mar.  12):  4 


Communication 

knowing  when  to  be  silent 
(Jan  15):  3 

lack  of,  with  boss  (June  18):  3 
office  grapevines  in  (Nov.  5):  1 
and  office  morale  (Feb.  26):  3 
of  office  problems  (Sept.  10):  2 
open-ended  questions  in  (June  18):  2 
positive  criticism  in  (May  21):  4 
put-downs  in  (Jan.  29):  3 
skillful  listening  in  (Nov.  5):  2 
squelching  rumors  (Feb.  26):  3 
verbal  feedback  in  (Oct.  22):  4 
Commuting,  safety  in  (Jan.  29):  3 
Company 

expansion  of  (Jan.  29):  1 
reputation  of  (Nov.  5):  3 
role  of  receptionist  in  perception  of 
(May  7):  3 

Company  newsletters  (Sept.  10):  2 
Complainers,  handling  (Jan.  1):  1 
Complaint  resolution  (Jan.  1):  1 
Computer.  See  also  Printers 

desk  top  publishing  (May  21):  2; 

(June  4):  2;  (July  2):  8 
impact  of,  on  office  (Jan.  29):  1 
keeping  track  of  files  and  disks  for 
(May  7):  2 

shopping  for  (Jan.  1):  2 
templates  for  correspondence  in 
(June  4):  1 

use  of,  for  language  translation 
Quly  30):  3 

user  groups  for  (May  21):  2 
for  word  processing  (Mar.  12):  2; 
(Apr.  9):  3 

Computer  Uteracy  (Mar.  12):  2; 

(June  18):  1 
Computer  software 

and  copyri^t  infringement 
(June  4):  2 

grammar  checkers  (Aug.  27):  4 
keynotes  (Apr.  9):  3 
900  numbers  for  (Sept.  10):  2 
PostScript  (Apr.  9):  4 
rereading  manuals  (June  4):  2 
selection  of  (Jan.  1):  2 
telephone  support  for  (Jan.  1):  3 
Confidential  information,  in  fax 
(Mar.  26):  2 

Conflict  resolution  (Dec.  31):  3 
farewell  to  office  feuds  in 
(July  16):  4 

Conversation,  keeping  on  track 
(Dec.  31):  2 

Copyri^t  inftingement,  and  computer 
software  (June  4):  2 
Correction  fluids  (Feb.  12):  2 
Correspondence.  See  Business  letters 


Cosmetics,  moisturizers  (July  2):  7 

Could  of  (Nov.  5):  2 

Coworker 

abuse  of  breaks  (Nov.  19):  3 
cliques  in  (July  16):  4 
complainers  as  1):  1 
credibility  of  (Mar.  26):  3; 

(Apr.  9):  3 

and  delegation  of  workload 
(May  21):  1 
disabled  (Dec.  3):  1 
favoritism  (Dec.  17):  3 
handling  mistakes  (Aug.  13):  2 
handling  office  sniper  (May  7):  3 
and  handling  of  ti^t  deadlines 
(Sept.  24):  3 

and  handling  of  “wet  blankets” 
(Aug.  13):  3 

handling  slack  for  Quly  2):  7 
handling  vacation  workload  of 
(May  21):  2 

handling  worker  who  “butters  up” 
□uly  16):  3 

importance  of  attitude  in 
(Sept.  24):  4 

improving  relationships  with 
adversaries  (Apr.  23):  2 
indecisive  (Mar.  12):  3 
keeping  track  of  (May  21):  2 
personal  relationships  with 
Qune  4):  3 

promotion  of  (Sept.  10):  3 
and  supply  replacement  (Oct.  8):  2 
tattling  on  (July  16):  3 
toleration  of  behavior  in 
(Sept.  10):  3 
Credibihty  (Nov.  19):  2 

challenging  coworkers  (Mar.  26):  3 
issue  of  (Apr.  9):  3 
Credit  card  purchases,  tracking 
(July  16):  2 

Criticism,  positive  (May  21):  4 
Customer  service,  900  numbers  for 
(Sept.  10):  2 

D 

Day  care,  shopping  for  O^n.  1):  4 
Deadlines,  handling  ti^t  (Sept.  24):  3 
Delegation,  art  of  (May  21):  1 
Desktop  publishing  (June  4):  2; 

Only  2):  8 

user  grouf>s  for  (May  21):  2 
Diet,  “30  percent  rule”  for  fats  in 
(Apr.  23):  2 

Directions,  following  (June  18):  4 
Disabled  employees  (Dec.  3):  1 
Doctors,  selection  of  Qune  18):  3 
Ehunp  Your  Plump  competition 
(Dec.  3):  2 

E 

Education 

affect  of  aging  (Apr.  9):  2 
learning  second  language 
(Nov.  19):  3 
Effect  (Nov.  5):  2 

800  numbers  (Feb.  26):  2;  (Dec.  3):  2 
Electronic  Fund  Transfer  Act 
(Oct.  22):  2 

Electronic  model,  (July  16):  4 
Emergencies,  child  care  in  (Dec.  3):  3 


Emotions,  at  workplace  (Jan.  29):  3 
Empathy  (Oct.  22):  3 
Employees.  See  also  Coworkers 
disabled  (Dec.  3):  1 
as  performers  (Dec.  3):  2 
use  of  task  group  to  address 
concerns  of  (Jan.  15):  3 
welcoming  new  (Jan.  15):  4 
Endorsement,  writing  for  (Feb.  12):  2 
Envelopes,  typing  of,  in  advance 
(Dec.  17):  2 

Ergonomics,  Quly  30):  2;  (Dec.  31):  4 
Excuses,  surefire  (Feb.  26):  2 
Executives,  trust  of,  for  secretaries 
(Dec.  31):  3 

Expansions  Qan.  29):  1 

F 

Facer-Canceller,  (Dec.  17):  4 
Failures,  success  of  (Feb.  26):  2 
Favoritism,  impact  of,  on  employee 
morale  (Dec.  17):  3 
Faxes  (Dec.  31):  4 

confidential  (Mar.  26):  2 
costs  of  (Feb.  26):  4;  (Mar.  26):  3; 
(Sept.  10):  3 

cover  sheet  for  (Feb.  26):  4; 

(Mar.  26):  2;  (June  4):  3 
guidelines  for  (June  4):  3 
legality  of  (Sept.  24):  2 
photocopying  of  (Dec.  17):  2 
print  size  on  document  (Dec.  31):  2 
retrieving  numbers  (Oct.  22):  2 
sending  multiple-page  (Oct.  22):  2 
tips  in  using  (Feb.  26):  4 
urgency  of  (Feb.  12):  2 
use  of,  to  order  supphes  (Oct.  8):  1 
utilization  of  (Oct.  8):  2 
Feedback,  verbal  (Oct.  22):  4 
Files 

business  correspondence  in 
(Dec.  31):  2 

cleaning  out  bulging  (Oct.  22):  2 
“feel  good”  (Feb.  12):  2 
hard  copies  in  (May  7):  2 
keeping  track  of  Oulv  2):  2 
“next  time”  (Dec.  3):  2 
organization  of  (Nov.  19):  2 
Financial  planning,  assets  in 
(July  30):  2 

Fitness  campaign  (Dec.  3):  2 
Floppy  disks,  tracking  (May  7):  2 
Forms,  protecting  originals  (Aug.  13):  3 

G 

Gender 

in  business  correspondence  (Jan.  1): 

2;  (Oct.  8):  4;  (Dec.  31):  2 
indication  of  (May  7):  2 
Goals,  setting  deadlines  for 
Quly  16):  2 

Grammar,  poor,  in  business 

correspondence  (Apr.  23):  3 
Grammcir  checkers  (Aug.  27):  4 
Green  plants,  use  of,  to  purify  office 
air  (Nov.  5):  2 

H 

Handicapped  employees  (Dec.  3):  1 
Health 

link  with  music  (Aug.  27):  3 


Health 

and  smoke-free  environment 
(Nov.  5):  4 

High  achievers,  identifying  (Feb.  12):  2 
Holiday  time,  scheduling  meetings  during 
(Nov.  19):  3 

Humor,  in  office  (Aug.  13):  1 

I 

Impatient  person,  dealing  with 
(Oct  8):  3 

Impressions,  making  lasting  (June  4):  4 
Indecisive  people,  working  with 
(Mar.  12):  3 

Index  generation  (Dec.  31):  4 
Information  Management  Exposition  and 
Conference  (INFO)  (Dec.  31):  4 
Info  select  (Dec.  31):  4 
Insults,  handling  (Jan.  29):  3 
Internal  Revenue  Service  (IRS),  use  of 
preprinted  label  for  returns 
(Mar.  26):  2 

Inventory,  video  (Mar.  12):  2 
Irregardless  (Nov.  5):  2 

J 

Job  advancement,  remembering  names  as 
key  to  (May  7):  2 

Job  protocol,  breaches  in  (Nov.  5):  2 
Jobs,  prioritizing  (Aug.  27):  1 
Job  satisfaction  (Jan.  1):  3 
Job  securify,  “brown  nosing”  for 
(Feb.  12):  2 

L 

Language.  See  also  Communication 
learning  second  (Nov.  19):  3 
use  of  computer  for  translating 
Only  30):  3 
Laser  printer 

cash  for  used  cartridges  Quly  30):  3 
features  of  (Apr.  9):  4 
as  not  appropriate  for  overhead 
transparencies  (Oct.  8):  2 
paper  for  (Mar.  26):  2 
Learning.  See  Education 
Lend  (Jan.  1):  3 
Listening 

active  Qune  18):  4 
skills  in  (Nov.  5):  2 
Loan  (Jan.  1):  3 

M 

Macros  (Dec.  31):  4 

Mail.  See  also  business  letters 

controlling  costs  (Mar.  26):  3 
electronic  Quly  16):  4 
office  distribution  of  (July  16):  2 
and  technology  (Dec.  17):  4 
timing  arrival  of  (May  7):  2 
use  of  post  office  box  (Mar.  26):  2 
use  of,  to  order  supplies  (Oct.  8):  1 
use  of  ZIP  and  4  barcoding  in 
Only  16):  3 

Mail  merge  (Dec.  31):  4 
Management 

feminine  versus  masculine  traits  in 
(Aug.  27):  2 

insights  from  literature  (May  21):  3 
Manual  routing  (Dec.  17):  4 


Meeting(s) 

agenda  for  O^n.  15):  3 
hints  for  effective  (Feb.  12):  1 
making  most  of  (Dec.  31):  2 
scheduling  for  boss  (Nov.  19):  3 
structure  for  (Jan.  15):  3 
taking  minutes  for  (Sept.  10):  2 
Memory 

aids  for  (Dec.  31):  2 
use  of  phone  notes  to  jog  (Dec.  3):  3 
Memos 

advantages/disadvantages 
(Nov.  19):  3 

tips  in  writing  Qan.  29):  2 
Messages 

electronic  mail  for  (July  16):  4 
leaving  on  answering  machine 
(Mar.  12):  2 

leaving  on  clipboards  (Aug.  27):  2 
taking  good  (Feb.  26):  3 
taking  telephone  (July  30):  2 
Minutes,  taking  (Sept  10):  2 
Mistakes 

catching  (Dec.  31):  3 
as  great  opportunities  (May  7):  1; 
(Aug.  13):  2 

Mobile  telephones  (Dec.  31):  4 
Moisturizers  Quly  2):  7 
Morning  hours,  scheduling  (Nov.  5):  3 
Music,  link  with  health  (Aug.  27):  3 

N 

Names,  remembering,  as  keys  to  job 
advancement  (May  7):  2 
Nametags,  wearing  (Feb.  12):  2 
Networking,  benefits  of  (Nov.  5):  3 
office  (Dec.  3):  4 
900  numbers  (Sept  10):  2 
Notes  (Dec.  3):  3 

referring  to  (June  18):  4 
taking  (Mar.  12):  1;  (Jime  18):  4 

o 

Office 

corporate  structure  of  (Mar.  12):  4 
emotions  at  (Jan.  29):  3 
impact  of  computer  on  (Jan.  29):  1 
safety  in  (Feb.  12):  4 
smoke-free  (Nov.  5):  4 
spring  cleaning  of  (Mar.  26):  1 
superwoman  syndrome  at 
(Aug.  27):  1 

teamwork  in  (Jan.  1):  3;  (Jan.  15):  4; 
(Jan.  29):  2;  Quly  2):  7 
Office  air,  purifying  (Nov.  5):  2 
Office  diplomacy,  taking  orders 
Only  30):  1 

Office  environment,  farewell  to  office 
feuds  in  (July  16):  4 
Office  etiquette  (Aug.  27):  2; 

(Nov.  5):  2 

handling  abusive  callers  (Apr.  23):  3 
portable  phones  in  reception  area 
(July  30):  3 

welcoming  of  office  visitors 
(May  21):  2 

Office  grapevines  (Nov.  5):  1 
Office  life,  separation  of  personal  life 
from  (Nov.  19):  4 
Office  manager,  need  for  title 
(Apr.  9):  3 


Office  morale 

boosting  (Feb.  12):  2 
and  commimication  (Feb.  26):  3 
handling  “wet  blanket”  (Aug.  13):  3 
and  humor  (Aug.  13):  1 
impact  of  favoritism  on  (Dec.  17):  3 
improving  (Nov.  19):  1 
problem  of  bad  (Dec.  17):  2 
Office  organization 

developing  ^tem  for  (July  2):  1 
hints  for  (Nov.  19):  2 
maintaining  “to  do”  list  in 
(July  30):  3 

organizing  instruction  pamphlets 
(Jan.  29):  2 
packrats  (Aug.  13):  2 
personal  telephone  directory 
(Apr.  23):  2 

tracking  people  in  (May  21):  2 
Office  organizers  (Dec.  31):  4 
Office  overhead,  reducing  (Mar.  26):  3 
Office  personaUties 

“butter  upper”  Quly  16):  3 
“clams”  (Feb.  26):  3 
“complainers”  (Jan.  1):  1 
“put-downer”  (Jan.  29):  3; 

(May  7):  3 
“sitipers”  (May  7):  3 
“wet  blankets”  (Aug.  13):  3 
Office  privacy,  defiiung  (Nov.  19):  2 
Office  productivity,  tips  for 
(Aug  27):  3 

Office  relations,  importance  of 
(Aug.  27):  2 

Office  resource  network  (Dec.  3):  4 
Office  romance  (Mar.  12):  3 
Office  skills  testing  (Sept.  10):  2 
Office  sitiper,  handling  (May  7):  3 
Office  techitician  (Jan.  29):  1 
Office  technology.  See  also  Computer; 

Faxes;  Printers;  Telephone  an¬ 
swering  machines;  Voice  mail 
mini  word  processors  (Sept  24):  1 
and  postal  service  (Dec.  17):  4 
Xerox  machine  (Mar.  12):  2 
Office  visitors,  welcoming  (May  21):  2 
Optical  Character  Reader  (OCR) 

(Dec.  17):  4 

Optical  storage  libraries  (Dec.  31):  4 
Orders,  taking  (July  30):  1 
Organizational  change 

benefits  from  (Mar.  26):  4 
coping  with  Quly  16):  2 
Overhead  transparencies,  use  of 

photocopier  for  (Oct.  8):  2 
Overnight  deliveiy  services  (June  18):  2 
controlling  costs  (Mar.  26):  3 

P 

Packrats  (Aug.  13):  2 

Page,  perforation  of  (July  30):  2 

Paper 

for  laser  printers  (Mar.  26):  2 
perforation  of  Quly  30):  2 
People  skills,  improving  (Nov.  5):  3 
Perforation  (July  30):  2 
Performance  appraisal 
hints  for  (Oct.  8):  2 
preparing  for  (Apr.  9):  1 
Perseverance  (Mar.  26):  4 


Personal  business,  at  office 
(Feb.  12):  3 

Personal  computers.  See  Computers 
Personal  hygiene  problem,  handling 
(Oct.  22):  3 

Personal  interview,  hints  for 
(Oct.  8):  2 

Personal  life,  separation  of,  from 
office  life  (Nov.  19):  4 
Personal  messages,  leaving  on  voice  mail 
(Dec.  17):  2 

Personal  problems,  butting  into 
(Nov.  5):  3 

Personal  relationships 

with  coworkers  (June  4):  3 
establishing  (Jan.  15):  3 
winning  adversaries  over 
(Apr.  23):  3 

Personal  space,  defining  (Nov.  19):  2 
Pets,  leaving  messages  for,  on  telephone 
answering  machine  (June  4):  2 
Photocopying 

of  faxes  (Dec.  17):  2 
of  overhead  transparencies 
(Oct.  8):  2 

Postal  service  and  technology 
(Dec.  17):  3 

post  office  boxes  (Mar.  26):  2 
ZIP  and  4  barcoding  (July  16):  3 
Postscript,  adding  to  business 

correspondence  (Jan.  29):  2 
Preparation,  for  performance  review 
(Apr.  9):  1 
Printer  (Dec.  17):  4 

cash  for  used  laser  cartridges 
(July  30):  3 

development  of  quiet  (Apr.  9):  2 
justification  of  letters  (Jidy  2):  7 
laser  (Mar.  26):  2;  (Apr.  9):  4 
Priority,  establishing  (July  30):  4 
Problem-solving  (Aug.  13):  2 
Product  information,  centralizing 
(Jan.  29):  2 

Productivity,  and  presence  of  children 
(Dec.  3):  3 

Professional  image,  boosting  of,  through 
job  blunders  (May  7):  1 
Professional  Secretaries  Week 
(Apr.  23):  1 

Professional  Secretaiy  and  Office 

Management  Show  (Apr.  9):  2 
Promotions  (Jan.  29):  1 

from  within  (Sept.  10):  3 
Proofreading,  as  team  (Jan.  1):  3 
Publications,  trial  subscriptions  of 
(Dec.  3):  4 

Put-downs,  handling  (Jan.  29):  3; 

(May  7):  3 

R 

Reading  skills 

concentration  in  (Aug.  27):  3 
justification  of  margins  in 
Uuly  2):  7 

Reading  speed,  improving  (Dec.  31):  1 
Receptionist 

and  positive  perception  of  company 
(May  7):  3 

and  welcoming  of  office  visitors 
(May  21):  2 


Trustworthiness  (Nov.  19):  2 


Reference  books 

black  bo(^  (Mar.  12):  1 
on  business  correspondence 
Only  16):  3 

Proper  Noun  Speller  (Apr.  9):  2 
Reference  sources,  keynotes  (Apr.  9):  3 
Removable  tape  (Aug.  13):  2 
Reputation,  of  compiany  (Nov.  5):  3 
Re^urces 

creative  (July  2):  2 
e;q)loring  (Mar.  26):  4 
R^um^,  revelations  of  (July  2):  2 
Retirement  planning  (Feb.  26):  2; 

(Aug.  13):  4;  (Oct.  8):  2 

s 

Safety 

for  children  (June  4):  2 
in  commuting  0^-  29):  3 
in  oflSce  (Feb.  12):  4 
Salary,  of  secretaries  Ouly  2):  5-6; 

(Sept.  24):  4 

Schedule 

for  boss  Quly  2):  7 
morning  hours  (Nov.  5):  3 
Secretaries 

evaluation  of,  as  professional 
(Apr.  23):  4 

executive  trust  of  (Dec.  31):  3 
office  expo  for  (Apr.  9):  2 
recognizing  professional  (Apr.  23):  1 
recording  names  of  (June  4):  2 
relationship  with  boss  (May  7):  4 
role  of,  in  helping  boss’s  memory 
(Dec.  31):  2 

salary  of  (July  2):  5-6;  (Sept.  24):  4 
want  ad  survey  (July  2):  3-6 
Security,  at  workplace  (Dec.  17):  2 
Self-confidence,  building  (Sept.  10):  2 
Self-improvement,  reading  speed 
(Dec.  31):  1 

Sexual  harassment  (Aug.  27):  3 
Sexual  irmuendo,  handling  (May  21):  3 
Should  of  (Nov.  5):  2 
Signature,  legality  of  faxed 
(Sept.  24):  2 

Silence,  importance  of  (Jan.  15):  3 
Skin  disorders,  stress-related 
(May  21):  3 

Spelling 

importance  of,  in  business 

correspondence  (Oct.  8):  4 
Proper  Noun  Speller  (Apr.  9):  2 
Spring  cleaning  of  office  (Mar.  26)  :1 
Stalling  tactics,  coping  with 
(Mar.  12):  3 

Stress 

day-to-day  aggravations  as  cause 
of  (Nov.  5):  2 

for  working  women  (Sept.  24):  3 
Stress  management  (Mar.  12):  3 
as  desk  related  (July  30):  2 
and  vacation  workload  (May  21):  2 
and  weekend  fatigue  (Feb.  26):  1 
Subject  line,  in  business  correspondence 
(Jan.  1):  2;  (June  18):  3 
Supervisor,  dealing  with  impatience  in 
(Oct.  8):  3 

Superwoman  ^drome  (Aug  27):  1 


Supphes 

correction  fluids  (Feb.  12):  2 
laser  paper  (Mar.  26):  2 
ordering  (Oct.  8):  1 
removable  tape  (Aug.  13):  2 
replacing  (Oct.  8):  2 
Support  services,  need  for,  and  stress 
management  (Sept.  24):  3 


T 

Tact  versus  candor  (Oct.  22):  1 
Task  group  Qan.  15):  3 
Tax 

new  requirements  for  1990 
(Feb.  12):  2 

use  of  preprinted  labels  for  returns 
(Mar.  26):  2 

Teamwork,  in  office  (Jan.  1):  3;  (Jan. 

15):  4;  (Jan.  29):  2;  (July  2):  7; 

(Dec.  3):  2 

Technology.  See  also  Office  technology 
impact  of,  on  vocabulary 
(June  18):  3 
Telephone 

ATfesT  Voice  Mark  (July  30):  2 
dissecting  bill  (Sept.  24):  2 
800  numbers  (Feb.  26):  2; 

(Dec.  3):  2 

handling  abusive  callers  (Apr.  23):  3 
handling  closing-time  (Sept.  24):  2 
long-distance  charges  (Jan.  15)'  2 
making  calls  for  boss  (Dec.  3):  2 
open-ended  questions  on 
(June  18):  2 

to  place  orders  (Oct.  8):  1 
portable  Ouly  2):  2;  (July  30):  3 
reassignment  of  numbers  (Jan.  15):  1 
retrieving  numbers  (Oct.  22):  2 
taking  messages  on  (Feb.  26):  3 
taking  notes  during  conversation 
(Dec.  3):  3 

tips  for  handling  long  distance 
(Mar.  26):  2 

Telephone  answering  machines.  See  also 
Voice  mail 

leaving  effective  message 
(Mar.  12):  2 

leaving  messages  for  pets  on 
(June  4):  2 

new  features  on  (Apr.  23):  2 
organizing  personal  directory 
(Apr.  23):  2 

Telephone  book,  hi^i^ting  numbers  in 
(Feb.  26):  3 

Telephone  Preference  Service  (Nov.  19): 

2;  (Dec.  17):  3 

Telephone  solicitation,  stopping 

(Nov.  19):  2;  (Dec.  17):  3 
Telephone  support,  for  computer  software 
(Jan.  1):  3 

Telephone  tag  (Aug.  13):  2 
minimizing  (Jan.  1):  2 
Tests,  for  office  skills  (Sept.  10):  2 
Time  management 

productive  use  of  (Aug  27):  3 
use  of  clock  as  partner  (July  2):  2 
“To  do”  list,  maintaining  (July  30):  3 
(Oct.  8):  3 

Trade  show,  for  secretaries  (Apr.  9):  2 


u-v 

User  groups  (May  21):  2 
Vacation 

handling  coworker  workload 
(May  21):  2 

handling  mail  during  (Jan.  1):  2 
Verbal  feedback  (Oct.  22):  4. 

Vocabulary.  See  also  Word 
usage 

avoiding  gender  specific  (May  7):  2 
impact  of  technology  on  (June  18):  3 
overusage  of  cUchra  (Dec.  17):  3 
Voice  mail.  See  also  Telephone 
answering  machines 
benefits  of  (Sept  10):  1 
cost  of  (Sept  10):  1 
leaving  personal  messages  on 
(Dec.  17):  2 
uses  of  (Nov.  19):  2 

w 

Waiting  time  (Jan.  15):  3 
Weekend  fatigue,  avoiding  (Feb.  26):  1 
“Wet  blankets,”  handling  (Aug.  13):  3 
Women 

form  of  address  for  corporate 
(Jan.  1):  2;  (Oct.  8):  4; 

(Dec.  31):  2 

stress  for  working  (Sept.  24):  3 
superwoman  image  of  (Aug.  27):  1 
Word  processing 

improving  efficiency  (Apr.  9):  3 
shortcuts  in  (Mar.  12):  2 
software  packages  (Dec.  31):  4 
Word  pr(x;essors,  mini  (Sept.  24):  1 
Word  usage.  See  also  V(x;abulary 
qffect/^ect  (Nov.  5):  2 
a  lot/alot  (Nov.  5):  2 
among/between  (Aug.  13):  3 
being  as/being  that  (Nov.  5):  2 
could  of/should  of  (Nov.  5):  2 
irregardless  (Nov.  5):  2 
loan/lend  (Jan.  1):  3 
Work 

establishing  priorities  in 
(July  30):  4 
lack  of  Qan.  1):  3 
Workload 

delegation  of  (May  21):  1 
lightening  of  (Nov.  19):  1 
organization  of,  with  “to-do”  lists 
Quly  30):  3;  (Oct.  8):  3 
Workplace,  maintaining  secure 
(Dec.  17):  2 

Worry,  minimizing  (Aug.  13):  2 
Would  of  (Nov.  5):  2 
Writing.  See  also  Business  letters 

for  endorsement  (Feb.  12):  2 
tips  for  Qan.  29):  2 

X-Y-Z 

Xerox  machine,  invention  of  (Mar.  12):  2 
Yeepies  (Youthful,  energetic,  elderly 
people  involved  in  everything) 

(Dec.  3):  2 

ZIP  and  4  bar  ccxling  Quly  16):  3 


I 


; 
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